


































































































































































































FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-910.00
POLICY SECTION: LABORATORY SAFETY

Subject of Policy: Fire Safety and Control

Date of Approval/Revision: October 1, 1991

.01

.02

Guidelines in case of fire:

A.

9

Immediately extxngulsh the fire 1fo(g% can be
accomplished using fire extxngun.sherﬁ resent 1in the
laboratory. Be aware of possible uction of toxic
gases with certain extlngulsher t s, and always use
caution. Notify a supervisor whe@a fire occurs.

If someone catches fire, get<§§é dividual to drop to
the floor and roll, wrap i €§§% blanket, or use a
safety shower or extlnguls ﬁb he fire out. Call
for 1pmed1ate medlcal tg\' OQE; and - inform the
supervisor.

If a fire cannot be k&i‘ guished using existing
equipment, pull a anrQ\ m and exit the building.

Procedures: 3 %\(b \@ Q

sounding

near mos& 006@ O\/
Close Ql @s@% windows and turn off all lights upon

ex1€§§

&sonnel nust meet at a des:.gnated point away from the
ilding as soon as possible after exiting. Emergency
response personnel and supervisors should be immediately
notified of missing persons.

Fire routes appear on diagrams

All persw \ e ‘& he building immediately upon

Remain at the outside assembly point until instructed
otherwise by a supervisor or emergency response
personnel,
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POLICY NUMBER 21-910.00, cont.
POLICY SECTION: Laboratory Safety

.03

.03

Fire extinguisher types:

Most laboratory extinguishers are multiclass types and can be
used on different types of fires. However, it is still

possible that some single class extinguishers exist within the
Bureau. Determine actual extinguisher type before attempting
to fight any fire. The following is a chart outlining fire
and extinguisher types.

9
0
TYPE OF FIRE EEE%SEUISHER TYPE
%)
paper, trash, etc. water, carbon dioxide,
‘()dry chemical, or foam
&
flammable liquids, gas, oils, <95 (gsrbon dioxide, foam,

etc. . Q , or dry chemical

N . G <<{
electrical fire or fires \\ \C§§p on or carbon dioxide

involving instruments avoid using dry

or computers chemical)
| \° o
Notifying emergen%ge? é§§?2§%prsonnel'
Whenever a medi , fire, etc. occurs that requires
specially tra‘\;}1 d ; laboratory personnel should
notify the telephone using the 911 emergency
number. F ructions of the 911 dispatcher and do
not han *ég unti to do so. ,
@Q

%
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER: 91-511,00
POLICY SECTION: Laboratory Safety

Subject of Policy: Flammable Storage/Structures and the
Storage of Concentrated Acids and Bases

Date of Approval/Revision: October 1, 1991

9

.01 Metal safety cans, speclflcally designed for‘ﬁxorage of
flammable liquids, are preferred conta1ners(¥or such.

.02 No more than 125 ml (one—fourth pint) ogbany flammable
solvent may be stored outside of a stordge cabinet. This

cabinet constitutes a designed str re approved for
storing such materials. Under no stances should
more than 50 gallons of flamm ds be stored
within the confines of the 1ab vents should
be stored on cpen well ventllqaed

né} ables must be
{@3 storage.

.04 Flammable storage teh (Ehch ag cabinets or
refrigerators must ed in high traffic areas

or where they preYS %§éa/€§§rom the facility should a

fire occur.

.05 Concentrate '\éﬁd. a@éi%ées will not be stored in the
E?iii 1

.03 A refrlgerator used t é%
explosion-proof and apprg?ed

same cabin e materials.

.06 Materia \xthat dégrade over time to more hazardous
(e. g.-—e hers concentrated peroxides),
be purchased in the smallest guantities needeq,
orage volumes should be kept to a minimum.
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER: 91-912.00
POLICY SECTION: Laboratory Safety

Subject of Policy: General Safety Guidelines
Date of Approval: October 1, 1991
.01 General Procedures

All personnel must wear a laboratory coat<§g£n performing
analyses,

Mouth pipetting is strictly forbidd&ﬁ

Discard chipped, cracked, or Qbroken glassware and
equipment. <>

When handling chemicals o (§g that are toxic and
easily absorbed through tﬁ’ protective gloves
and other protect:.on& vgt sure. Ensure that
all protective gear w breached when around
such material. \ §§

Safety glasses at all times when working
with hazardou Prescrlptlon glasses, which
are not of th $§5 . are not acceptable. Contact
lenses pos hazard and cannot be worn by
personne Yy goggles or face shield.

When w qéhltak vidence keep hands away from face.
Ensure ive clothing is worn when working with

evi ce a@?f%ay be bilologically contaminated or
h rdous; espeécially if the handler has cuts, etc. that
offer a route of entry for such material.

(L<2 Keep the laboratory work areas as clean and neat as

possible. Be considerate of other personnel who may have
to work in common analysis areas.
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POLICY NUMBER: 91-912.00, cont,
POLICY SECTION: Laboratory Safety

Reagents

Minor injuries (e.g.--cuts, burns, etc.) requiring first
aid will be administered to immediately. Remember to
report any such accident when it occurs.

Do not use laboratory apparatus for food serving or
preparation,

Discard contents of materials that areqéﬁhlabeled or
unknown should the identification be un ble. Every
effort should be used to ascertain the ss of material
to be discarded, since proper conta%§$9 t at disposal is

\é@

, important.

and Chemicals

A.

D.

Label all reagent containeﬁggaléﬁgﬁg and concentration
of material, date prep plratlon date if

t
appropriate. The ini x‘t leldual preparing
such reagents should d on the label.

Use a chemical QS; h ﬁ:preparlng or working with

materials that ﬁi)l produce hazardous fumes.

Materials that dggé?x dous dusts or aerosols should
in AN

also be use riate hoods when wusing or

preparing. ‘Q \\'O
Never tes?)m y tasting.

Hazard qﬁgzty procedures associated with any
ch al are tained in Material Safety Data Sheets.
The, laborator maintains current MSDS files on all

emicals used and stored in the respective laboratory.

<2{~ mployees should consult such information prior to

handling unfamiliar materials or if they have questions
about how the compound is being used in the laboratory.
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POLICY NUMBER: 91-912.00, cont,
POLICY SECTION: Laboratory Safety

E. Many compounds used in the Bureau are known or suspected
carcinogens., These materials will be labeled with
appropriate notification on all such containers.

F. When smelling a chemical or reaction, use caution and
waft fumes to the nose. Never inhale directly over the
chemical or reaction.

Reagent Cleanup ng

Spills pose a significant hazard to the he \h of personnel.
Caution must be taken in cleanup to pr all concerned.
For chemical spills, proper and effegéhve equipment and
protection must be provided. Store saﬁéby response equipment
away from chemical and reagent stor areas. Periodically
check this equipment to ensure it £ s properly and that
an adequate supply is on hand. ggégédures listed below
are mainly concerned with clean Aﬁpemical spills but
should be considered appllcabkg é;& q%hanup.

A, ACIDS. Cover the cong§§1n q%%a with a neutralizing
compound such as ate or soda-ash and
slaked lime mixt r a Splll plllow When

using the neutra |QD nds it is possible to mix
‘with water and €5§ a 1urry After application to

the spill it | scoop up the mixture and wash
down the singu cess of water.
\solids should be swept up, diluted
utralized with 6M HCl1 in a large
plasti { After this process is completed the
s0 on may §? ashed down the sink using an excess of
W r. Solutidns can be neutralized with acid and mopped
, or absorbed with a spill pillow. Again the mixed
{solution may be discarded down the drain using an excess
<2 of water. Care should be taken when adding acids to
strongly basic solutions as a strong exothermic reaction

could occur, resulting in these materials contacting the
individual.
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POLIC? NUMBER: 91-912.00, cont.
POLICY SECTION: Laboratory Safety

c. FLAMMABLES AND COMBUSTIBLES. Eliminate all sources of
ignition and heat that exist nearby. Cleanup should
follow recommended procedures for the compound in
gquestion,

D. GASES. Keep concentration of gas below the explosive

range using forced ventilation. If a compressed gas tank
is the problem, remove the tank to an open rea. Forced

ventilation of the contaminated should be
undertaken. Ensure that any tank move ﬁgbls conducted
using safe practices as described where in this
document.

"o

Hearing protection may be requiredCaround tanks that are
discharging from high pressu . Tanks that are
determined to be defective ose a hazard mnmust

immediately be returned to Hﬁ% sg?g ier.

J

sewage system 1local
usly be contacted to
e such activity and how
Quantities too large to
e one of the following as

Whenever discharging any c Q§?Qal
water control boards shou <§}p
determine if it is p0531b

much can be flushed i é"

discharge into a syst m

action.
"O\QJ
A. Absorb the 25@91 é& © and inert carrier or place

compound er, after which the compound is
evapora fume hood,. The carrier may be
burnad*@ i of in an acceptable manner after

remova @ e ard.

B. Ahéﬁrb materlg?|onto an inert carrier or absorbent, seal
: a proper container, and dispose of all materials in a
(wWay that is in compliance with public health procedures.

<2 Questions regarding this, may be addressed to the local
Health District Environmental Services Group.Material
Safety Data Sheets provide information regarding cleanup
and safety associated with compounds. This reference is
a good source of information concerning this and other
topics related to the material in question.

Page 4 of 4



FORENSIC SERVICES POLICY MANUAL

POCLICY NUMBER 91-213.00
POLICY SECTION: Laboratory Safety

Subject of Policy: Chemical Fume Hoods
Date of Approval: October 1, 1991
.01 Hood face air velocity (also called capture velocity) for

.02

.03

.03

fume hoods in the respective laboratories shoul et the

criteria listed below: \SS)
A. 100 ft*/min/ft? of hood opening 'Qg‘recommended for
nuisance odors, corrosive materia moderately toxic

materials, and trace gquantities qsbradionuclides.

B. 150 ft¥/min/ft? of hood openin Q§; recommended for highly
toxic materials and low maxiné per@. sible concentration

(MPC) radionuclides, Q C)
Air velocity measurements aqu acing the velometer
inside the hood and lowe;§n until adequate air

movement is reached,

required to reach the
above criteria shoul bee zgé) on each hood. These
h

- recommendations are q@,ed }ro e American Conference of
Governmental Industgiea ﬂleeﬁ{éts.

xS
Air velocity meeQ% t r a hood are taken using a
velometer that ﬁgioa dé%e calibrated and working properly.
Any laborat :N@)eq that routinely remains in a hood
. should be Qé%se time any measurements are taken to
ensure meet g\é) requirements.
Q Q
Laboraﬁé&y ventilation systems should compensate for air
move s by exhausting hoods. Air flow and pressure should
al be such that an environment outside of a laboratory

wo area is greater than the air pressure within the work
area. ‘

Fume hoods should be kept as clean and uncluttered as possible

to ensure airflow reqguirements and provide an adequate working
area.
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FORENSIC SERVICES POLICY MANUAL
POLICY NUMBER 91-914.00
POLICY SECTION: Laboratory Safety
Subject of Policy: Evidence Handling

Date of Approval: OCctober 1, 1991

and others should be kept to a minimum, The followi guidelines
should be followed to ensure individuals are xéb exposed to
hazards.

The exposure of laboratory personnel, police and cou;t personnel,

_ . %)
.01 Biological Hazards Qb

A, Stained material will be su‘agited in appropriately
prackaged and secured contalneqa

improper packaglng or agb aking container,
ne proper handling.

c. Never reuse contal qg}szf§§§;g material that have

been contaminated

B. If evidence 1is submltte a@%&m a risk due to
e

consult trained perso

will not be evidence reception area.

E. Evidence é§§? ig§ f%? laboratory work areas mnust be

D. Hazardous mategip §§g§>ev nce that poses a health risk

perio d with hypochlorlte, Amphyl, or a

10% b%ﬁ? l n. If the area is known to be

cont st immediately be sanitized using any
above erials.

.02 DrugcﬁQldence

1\<2 Treat all drug evidence as if it contains hazardous or
toxic material.

B. Avoid skin contact with drug samples and avoid breathing
dust produced when working with the evidence.
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POLICY NUMBER: 91-915.00, cont.
POLICY SECTION: Laboratory Safety

.03

.04

C.

Use caution when opening evidence packaging. Be aware of
hazards such as syringes, broken glass, etc. Do not
blindly remove evidence from its packaging. '

Firearm Evidence

A, Firearms submitted to the laboratory must always be
checked and rendered safe before acceggghg such for
analysis, Check to ensure that no ammuni®ion is present
in the chambex, magazine, or cyli , as well as
checking to ensure that the firear not cocked for
discharge. Firearm evidence receiv by UPS or the Mail
should be opened and checked 1mmeébately

Transportation of Evidence <g§>

A. Transportation of ev1denc 3:)<g mployees shall be

onally taken into

avoided except where 1tggs
custody at a crime sce nce should never be

transported or carrle er , elther from scenes
or to court. The o q9 <i§> to this would be small
guantities products seized at
clandestine labqgg Exceptions to this
guideline mus yzgi head with the Bureau Chief.

oo«
RN
E}(bo(\\i(’
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER: 91-915,00
POLICY SECTION: Laboratory Safety

Subject of Policy: Biological Hazard Safety

Date of Approval: October 1, 1991

.01

.02

I03

.04

.05

Avold creating aerosols when opening containers_,.which may be

under positive pressure. Open containers slo and ensure
that the opening is not directed toward p nnel. Avoid
forceful expulsion of fluids from plpettes. ever completely

£fill centrifuge containers, and ensure % such are capped
during this process so no material conta nates equipment or

personnel.
6
Wear protective garments and gloves @Fen .%)rking with material
or evidence of this type. Co r use of disposable
garments when the likelihood of gj;h tﬁpn is great during
e rments are not to

manipulation of material. Pg? qb
enter areas outside of they or
have been involved in pr

Wash hands after remov1n gar

rk areas once they
vidence or material.
whenever contamination

;s suspected. \\
. Disposable garment gsbd materials, or disposable
laboratery equlp i nlpulatlng biological hazards

must be placed 1 receptacle and rendered safe as

required by 106 hésx\: delines.

Laboratory gg; st be disinfected, using 10% bleach,

after ma ﬁihg azard materials. This same solution

can be u@?%?to dlsi:) ct equipment or material that has become

exPOS%SZtO biologicals. Laboratory apparatus (e.g.--test tube

rack tc.) should also be processed through a washing
ically.

Consult trained biological hazard personnel if questions or
problems arise with this type of material.
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER: 91-916.00
POLICY SECTION: Laboratory Safety

Subject of Policy: Electrical Safety

Date of Approval: October 1, 1991

001

.02

.03

.04

.05

I06

Avoid use of extension cords whenever possible._. If one must
be used ensure it is adequate to meet the elec al load and
withstand mechanical stresses to which it m3§gbe subjected.

Never overload a power outlet, Thi Qépplies to surge
suppressor strips as well, to ensure é;ﬁt loads placed on
these do not exceed the load placed onébhe room outlet.

Laboratory equipment and apparatus Qé&uiﬁgng three pronged or
grounded outlets must be used h . No attempt to
mechanically alter the equipmeﬁg ogjge ice cord is to be
undertaken by laboratory personpnel. ory equipment with
damaged or defective powqx1 outlets that are
inoperative or damaged ™ ported to building

congg,
st e Q%?e
maintenance personnel fQ rq@rc}@ or to being used for
WA

service.

Power cords must b Eg??%wdi)from traffic areas.

Circuit breakersq§21k\m é§ lled with the location or item
serviced. Equiphent\'must/be labelled with the number or
location of hgsbr er(é}&ch protects it so that power can be
turned off Ef) i

A surge«' ppresso€§§%ould be used on all equipment where

possi%ﬁ@.

QP
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FORENSIC SERVICES POLICY MANUAL
POLICY NUMBER 91-917.00
POLICY SECTION: Laboratory Safety

Subject of Policy: Instrumental Hazard and Safety

Date of Approval: October 1, 1991

Laboratory equipment and instrumentation possess mechanical and
electrical hazards. Hazards include extreme temp tures, high
voltage, high pressures, open flames, etc. Com sense often
dictates how to avoid such hazards but the fo ing guidelines

should also be observed. CESD

A. Oonly individuals trained on thé& use of laboratory
equipment will be allowed to op te such.

B. Where the potential for %;;gerggﬂ shock exists an
insulating floor mat is re@ &

C. Long hair and loose flt ust be secured when
a safety risk 1nvolv1 §§p sent.

Special equipment precautli%g \(\ O
A. Electrophore%ggy %§$Eh
. f must be installed on all
tanks to eliminate hazards from
qé$ ks,
2. {S,ll e egégzcal terminals must be shielded and

wiring c ot be exposed.

{SQ. Power supplies must be located near tanks so as to
<2 reduce the possibility of shock.

4, Ground fault interrupters must be installed with
electrophoresis equipment when possible.
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POLICY NUMBER:
POLICY SECTION:

91-91%.00, cont.
Laboratory Safety

B. Laser sources

1.

2.

Follow manufacturer’s instructions regarding proper
operation of such equipment.

Wear proper eye protection when operating or
working with a laser source. Avoid directly
looking at a laser source or any terial that
could reflect the laser beam. %)

be

N
%Q
O
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-918,00
POLICY SECTION: TLaboratory Safety
Subiject of Policy: Firearms Handling and Test-Firing

Date of Approval: October 1, 1991

General Safety Procedures

9

.01 All firearms being submitted or handled wi@gbe given an
inspection to ensure that the weapon is un ed and safe.

.02 No firearms will be loaded in the laboratgé& except in defined
firing areas.

2
.03 Handle all firearms as if it they arq§ko‘g$d and follow safety
practices that assume such.
.04 When doubt exists as to a f£f4 ‘Ailty to discharge
safely, then a remote firi v1g§ be deployed.

problems that arise with a firearm to the

.05 Report unsafe flrearm,han C% iﬁfé(ﬂischarge practices, or
proper supervisor. é)

.06 Personnel who ha éé% é§§ Azgps will be instructed, by a
quallfled 1nstrq§éb oper and safe practlces for

handli 1ng weapo&% O\/

Test-Firing Safsgﬁ 0(\ Q)

When te&g flrlng a weapon, a second laboratory analyst or
supe or must be present. This second person will act as an
ob er and be present to render aid should a problem arise.

.02 Personnel present during the discharge of a weapon must wear
safety glasses and ear protection.

.03 Check the bore and chamber area of weapons for obstructions
prior to loading.

.04 Firearms are to be loaded only in designated areas. Never
carry loaded firearms between testing areas and the
laboratory.
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POLICY NUMBER: 91-920,00, cont.
POLICY SECTION: Laboratory Safety

.05

.06

.07

.08

Forensic staff should be the only personnel present in the
test-firing area and are the only personnel who may use the
bullet trap apparatus.

Examiners conducting test-fires have control of the firing
area when such testing is being undertaken. Personnel who are
present in the facility during firing, should remain behind
the firearm’s operator. Personnel present i “he facility
during firing should always be kept to a min{ég%.

The firing area, and personnel routine#g?hsing or who are
present within the firing facility, will tested yearly for
lead levels. If prolonged firing ocqus over a relatively
short time period, it will be at the @iscretion of firearm’s
personnel as to whether more frequen€§énv‘ronmental testing is
undertaken, both to the facility e iners.,

commencement of firing in as to alert all

Prior to discharging a weapon gaggﬁ;hdié;\must announce the
Qég% r
personnel present. 0\ (Q
QL P

AN
O O A
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